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€ — - ‘Ie - SCHEDULE NO.
— - — C- 689m__. _
“RECORDS RETENTION AND DISPOSAL SCHEDULE — — PACE NO.
1of 5
Office of Planning & Zoning Howard County
AGENCY DIVISION
Nl I DESCRIPTION RETENTION
DIRECTOR'S OFFICE ]
1} Planning Board:
*

Tapes
Agendas and sign-in sheets

2 Budgets:
Operating

Capital

3 | Administrative:
1.1 ttru 3.82 Budget
Purchasing
Co Vehicle
Drafting & Graphics
Personnel

4 General Plan:
4.1 thru 4.9

Guidelines
Population
General Plan Elements

House Numbering

Consultants
5 | Subdivision:
5.1 General Correspondence
5.8 New Town

Minutes - Books 1951 to present

Community Programs/Renewal Projects

Retain permanently.
Retain permanently.
Retain for five (5) years,
then destroy.

*

Retain for five (5) years,
then destroy.

Retain for five (5) years,
then destroy.

Screen file after five (5) yr:
Material related to

planning and policy that
illustrate the development
of the County, retain
permanently for eventual
transfer to the Archives.
Destroy remainder.

Retain for ten (10) years,
ther destroy.

5.2 thru 5.

9 Processing, review, task force,
impact fees, fee .schedule mobile
home parks, pathways and open space
Commission

Retain for (5) years,
then destroy.

SCHEDULE APPROVED BY
RECORDS MANAGEMENT OFFICER

SCHEDULE APPROVED BY
STATE ARCHIVISY

/<>/i/é;t' Azi;éZszéf 1 oorc //,Tf

7 /DATE

U SIGNATURE

SCHEDULE APPROVED BY
AGENCY, OR DIVISION REPRESENTATIVE

Lf/a/;g

4

DATE

vl Y. )“ui?zqw

SIGNAT

64 7.

*File retained permanently may be transferred periodically tc State Archives
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~T"""_RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO.
C-689

- PAGE NO.

2 of 5

Office of Planning & Zoning

AGENCY

DIVISION

ITEM
NO.

DESCRIPTION

RETENTION

Zoning Correspondence

6.1 - 6.87

General correspondence
Administrative Adjustments

Public Relations

7.1 - 705

General correspondence

Legal Op4nions:

8.1 - 8.451

County/State:

9.1 - 9.83

9-9 - 9-995

Office of Law Correspondence

Bills

Opinions

Litigations

Zoning Regulations & Zoning Map Corres.
Planning Board cases

Board of Appeals cases

County Executive Correspondence
County Administrator

Management Services

Citizen Services

County Council

Department of Public Works

DPW Studies

Public Works Board

Department of Education
Depsrtment of Parks & Recreation
Police Department .

Fire Administrator/Civil Defense

Retain for ten (10) years,
then destroy.

Retain for ten (10) years,
then destroy.

Retain for ten (10) years,
then destroy.

Retain for five (5) years,
then destroy.

Retain 3 yrs, then destroy.

SCHEDULE APPROVED BY

RECORDS MANAGEMENT OFFICER

State Agencies Corrrespondence

STATE ARCHIVIST

SCHEDULE APPROVED BY

g///& L
DATE SIGNATURE /DATE SICNATURE
SCHEDULE APPROVED BY
AGENCY, OR DIVISION REPRESENTATIVE
DATE SIGNATURE
CS - 90-588
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€ I & SCHEDULE NO.
oy » N e AT~ P C-689- ]
RECORDS RETENTION AND DISPOSAL SCHEDULE — ~
PAGE NO.
3of 5
Office of Planning & Zoning
AGENCY DIVISION
No. DESCRIPTION RETENTION
10 | Federal/State Agencies:
10.1 thru 10.218 Federal Governments Correspondence | Retain for three (3) years,
State of MD. General Correspcndence | then destroy.
10.22 thru 10.226 Dept. of Tansportation Corr. Retain for ten (10) years,
then destroy.
10.23 thru 10.29 Dept. of Health & Mental Hygiene Retain for three (3) years,
Correspondence then destroy.
Dept. of Public Safety & Correction#ﬂ
Services Correspcndence
Dept. of Natural Resources Corr.
Other State Agencies Correspondence
Dept. of Agriculture Correspondence
Dept. of Gen. Services Corr.
Dept. Economic and Community
Development Correspondence
11, | Metropolitan Organizations:
10.31 thru 10.34 Regional Planning Council Corr. Retain for three (3) years,
Greater Balto. Comm. Corresponderce | then destroy.
Balto. Metro. Area Study Comm. Corr.
Metro. Transit Authority Corr.
12 | Central Maryland Agencies:
10.35 thru 10.3537 General Correspondence & Reports Retain for three (3) years
then destroy.
SCHEDULE APPROVED BY SCHEDULE APPROVED BY
RECORDS MANAGEMENT OFFICER STATE ARCHIVIST
DATE SIGNATURE " DATE SIGNATURE
SCHEDULE APPROVED BY
AGENCY, OR DIVISION REPRESENTATIVE
DATE SlCNAfURE

CS - 90-588

T B S |
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S e e ¢ m e - = = - 1m- | —SCHEDULE NO.
S BT
. 7 _. RECORDS RETENTION_AND DISPOSAL SCHEDULE ___ | PACE NG
4 of 5
Office of Planning & Zoning
AGENCY DIVISION
e DESCRIPTION RETENTION
13| Utilities:
10.41 thru 10.48 General Correspcndence Retain for three (3) years,
then destroy.
14 Other Public Agencies:
10.5 thru 10.6 Counties and Cities Corresponderce | Retain for three (3) years,
then destroy.
15 | Publicationms:
11.1 thru 11.2 Gereral Correspondence Retain for three (3) years,
then destroy.
16 Organizations/Educational Institutions:
12,1 thru 12,15 Professional Correspcndence Retain for three (3) years,
12.2 thru 12.26 State Correspondence then destrcy.
17 Educational Institutions:
12,31 thru 12.38 General Correspondence & Brochures | Retain for three (3) years,
then destroy.
18 | Local Organizations:
12.41 thru 12.49 General Correspondence Retain for three (3) years,
then destroy.
19 | Special Studies and Projects:
12.51 thru 12.54 General Correspcndence Retain for five (5) years,
then destrov,

SCHEDULE APPROVED BY
RECORDS MANAGEMENT OFFICER

STATE ARCHIVIST

SCHEDULE APPROVED BY

L
(RS

L

SICNATURE

DATE SIGNATURE DATE
SCHEDULE APPROVED BY , - .
AGENCY, OR DIVISION REPRESENTATIVE e .
DATE SIGNATURE

CS - 90-588




- “BCHEDULE NO.
- C-689 ]
PAGE NO.
5of 5
Offices of Planning & Zoning
AGENCY DIVISION
e DESCRIPTION RETENTION

20 Hospitals and Health Care Institutions:

12.61 thru 12.63 Correspondence

Retain for three (3)
then destroy.

years,

SCHEDULE APPROVED BY
RECORDS MANAGEMENT OFFICER

SCHEDULE APPROVED BY

STATE ARCHIVIST

DATE SIGNATURE

DATE

SIGNATURE

SCHEDULE APPROVED BY
AGENCY, OR DIVISION REPRESENTATIVE

DATE SICGNATURE

CS - 90-588




JNSTRUCTIGHS - -TYPS OR PRINT A _]
SEPARATL FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
| WITH RECORDS RETENTION SCHEDLE
"s $50-9) '

DEFARTMENT OF GENERAL EERVICES
RECORDS MANAGEMENT DIVISION
' 7275 WATERLOO ROQAD
P.0. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS

INVENTORY

-

pace 1 oF 2N

S ' eesnesemy

1. DEFARTMENT /AGENCY 2. DIVISION

Planning & Zoning

Director's Office

3. UNIT

DEFINITION-RECORD SERIES-

A OROUP OF RELATED RECORDE NORMALLY PILED AND USED AS A UNIT pFOR
RAEFERENCE AS. WELL AS RETENTION AND DISPOS]TION PURPOSES

-

4. RECORD BERIES TITLE
Planning Board

5. EARLIEST YEAR/LATEST YEAR
1931 __ 7O _pregent

6. RECORD SERIES DESCRIPTION |

B et

$N THE SERIES.

Minutes = 1951
Tapes - 1971

Books

BRIEFLY DESCRIBE THE “Pl;{b' INPOMTION/DOCMNTI/PONS FOUND

INCLUDE THE PURPOSE OR PUNCTION OF THE BEFIES )

(\\\-__//

7. RECORD SERIES FORMAT(S)

O LETTER S1ZE O MICROFILM
LEGAL SIZE 0O COMFUTER TAPE
BOUND BOOK D FLOPPY DISK

£ AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL ‘ 1
© NUMERICAL

X8 cHRONOLOG ) CAL
O GEOGRAPHICAL
O\ OTHER(SPECIFY)

9. VOLUME .
® riLE DRAVER(s) (tapes
27 D MICROFILM REEL(S)

O COMPUTER TAPE(S)
ROMEER  orver(sPeciFY)
MINUTE BOOYK.S
ANNUAL ACCUMULAT ION

D FILE DRAWER(S)

O MICROFILM REEL(S)
RULBER O COMPUTER TAFPE(S)

O onER(sPECIEY )

1. piLe 1S usED

O DAILY £ wEEQLY O MoNTHLY

12. FiLE BECOMES INACTIVE AFTER
! o) B YEAR(S
[— MONTH(S ) (8)

$13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

Director's Office, Planning & Zoning
George Howard Bldg.

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir ves, srEciPY soEncy or OFFicE)
O YES X® NO

15. ACCESS RESTRICTIONS 0 ves XXXno
(tr vas, civx Law(s) & mEauLATION(S)

18. AUDIT REQUIREMENTS

Xt NoNE D STATE O FEDERAL D INDEPENDENT

$7. 1S AN INDEX SYSTEM USED? (ipr vrs.E)PLAIN
SEIEFLY AND DESCRIRE ANY MANDRARE/SOFTEARE)

UY.:s X no

18. RECOMMENDED RETENT ION

"Retain permanently

19. NAME AND TITLE OF PREPARER

Marsha McLaughlin
Records Retention Officer/cpA

9a2-2356

TELEPHONE NUMEER

DCS $30-4 (REVISED 2/87)




 INSTRUCTIGHS - -TVHPE DR PRINT A DEPARTMENT OF GENERAL EERVICES
{ SEPARATE FORM FOR EACH NEVW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
- REVISED RECORD SERIES. FORWARD 7178 WATERLOO ROAD -
RECORDS RETENTION scn:xwu: P.0. BIOX 278 PACE 2 or 20
s$so0-1) JESSUP, MARYLAND 20704
1. DEFARTMENT/AGENCY 2. DIVISION 3. UNIT
Planning & Zoning Director's Office
DEF INITION-RECORD SERIES-» O"OUP OF RELATED RECORDS NORMALLY FILED AND VSED AB A UNIT POR
. REPFERENCE AS BELL AS RETENTION AND DISROBITION PURPOSES .

4. RECORD SERIES TITLE

Budgets ~ Operating and Capital

5. EARLIEST YEAR/LATEST YEAR

1273 O _present

+ g emees -

operating and capital budgets

THE SERIES.

for OP2

o RIRFLY DE | 4 ©
¢. RECORD SERIES DESCRIPTION ‘. IEFLY DESCRIBE THE TYPES OF lNFOM?lON/DDCMNTI/'Dml POUND
INCLUDE TME PURPOSE ©OR FUNCTION OF THEK SEFIES )

7. RECORD SERIES FORMAT(S)

O LETTER BI1ZE D MICROFILM
’um S1ZE D COMPUTER TAPE
O gouND BOOK D FLOPPY DISK
D AUDIO TAPE D VIDEO TAFE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
T NUMERICAL
O CHRONOLOG I CAL,

9. VOLUME

1 X riLe DRAVER(S)
O MICROFILM REEL(S)
D COMPUTER TAPE(S)

“"’2‘"“ O OTHER|{SPECIFY)

D GEOGRAPHICAL
- O OTHER({SPECIFY)

ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
O MICROFILM REEL(S)
RUKEZR DO COMPUTER TAPE(S)
= D OTHER(SPECIFY )

. piLE 15 USED

O palLY

.

D weBpQY

12.
12

FILE BECOMES INACTIVE AFTER

O YEAR(S)

BXMONTHLY

X monTH(S)

$3. CURRENT LOCATION(S) (BLDG.,FLOOR,ROON )

George Howard Bldg. & Jessup

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tir vrs, sreciry soEncy OR oOFrFicE)

Ovyes O NnO

15. ACCESS RESTRICTIONS Cyes DnNo
(ir vyes, c17x Law(s) & mzouLATION(S)

16. AUDIT REQUIREMENTS

¥ NONE O STATE O rEDERAL O INDEPENDENT

37. 15 AN INDEX SYSTEM USED?! (1P vRs.D>PLAIN

' . L4
SERIRPLY AKD DESCRIRE ANY MANDBARE/SOPTEARE )

DvEs X wno

RECOMMENDED RETENT ION

. Retain for five (5) years,

- - B .
1 . . | t
., 5

then destroyv '

. ! .';‘5\&'5'.“.*‘
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Marsha McLaughlin :
Records Retention Officer, OFF. 092-2356 09-16-88 ’

PGS $50-4 (REVISED 21/87)




. ™~ 1
4 JNSTRUCTICUS - -TYPE ©OR PRINT A -] DEFARTMENT OF “GENERAL “EERVICES : . - ENT
.- 4 SLPARATE FORM FOR BAGH NEW OR —|  MECORDS MANAGEMENT DIVISION AGENCY RECORDS ANYENTCRY
REVISED RECORD SERIES, FORWARD 7273 WATERLOO ROAD B
TH RECORDS RETENT ION SCHEDULE P.O0. BOX 278 20
i‘s $50-3) ‘ : JESSUP, MARYLAND 20794 PacE 3 _or 20
{ 1. DEFARTMENT/AGENCY 2. DIVISION 3. WNIT
Planning and Zoning Director's Office
DEF INIT 10N -RECORD ERI:S" OGROUP OF RELATED RECORDS NORMALLY FILED AND USED AB A UNIT POR
. REFLRENCE AS BELL AS RETENTION AND DISPOSITION PURFPOAESR
, 4. RECORD BERIES TITLE ) 5. EARLIEST YEAR/LATEST YEAR
i Administrative Files 1.1 thru 3.82 1971 TO
L
+
) 8. RECORD SERIES DESCRIPTION ‘.lll'kv DESCRIBE THE TYPES OF INPDMTIM/DOCMN?I/'ONI POLUND
, W SERIES. i INCLUDE THE PURPOSE OR FPUNCTION OF THE I!l.’l!']
i Budget
: Purchasing
Co Vehicle
Drafting & Graphics
Personnel
9. RECORD EERIES FORMAT(S) 8. RECORD SERIES SEQUENCE ». voLuME
R LETTER S1ZE O MICROFILM O ALPHAEETICAL 2 X8 FILE DRAVER(S)
O MICROFILM REEL(S)
‘um S1zZE O COMPUTER TAPE & NMUMERICAL D COMPUTER TAPE(S)
FASER o orper SPECIFY)
D pounD BOOK D FLOPPY DISK O CHRONOLOG 1CAL 2. O STHER(
O AUDIO TAPE O VIDEO TAFE D GEOGRAPHICAL 10. ANNUAL ACCUMULAT 10N
D OTHER(SPECIFY) O OMER(SPECIFY) O FILE DRAWER(S)
) , O MICROFILM REEL(S)
KRULSEN O COMPUTER TAPE(S)
D omMrR{SPECIFY)

1. piLE 18 UsED 12. piLE BECOMES INACTIVE AFTER
DAILY O wEBQY O MONTHLY C MONTH(S) D YEAR(S)
® RUVEEE.
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 34. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir vrs, sreciry soEncy Or OFrice)

1
Director's Office, Planning & Zoning D vEs § No

Howard Building & T&sqnn

95. ACCESS RESTRICTIONS Ovyves &nNo 16. AUDIT REGQUIREMENTS

(17 yes, c1Tx LAW(S) & mEouULATION(S)
B NOoNE D STATE O FEDERAL 0 INDEPENDENT

17. 18 AN INDEX SYSTEM USED? (1F vES.®)PLAIN

18. RECOMMENDED RETENTION
SEIEPLY AND DESCRIRE' ANY MANDBARE/SOFPTEARE )

Cwxs X w0 Retain for five (5) years, then destroy

12. NAME AND TITLE OF PREPAFER 20. TELEPHONE NUMEER 291. DATE
Marsha McLaunhlin .
Records Retention Officer 992-2356 9-16-88

DCS 330-4 (REVISED 2/87)
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=] JnSTRLCTICUS - “TYPE OWPRINT A~

-4 BEPARATE FORM FOR EACH NEW-OR

" REVISED RECORD SERIJES, FORWARD
RECORDS RETENTION SCHEDULE

$80-1)

“DEFARTIERT OF GENERAL ECRVICES
~RECORDS MAMAGEMENT DIVISION
7275 WATERLOO ROAD
£.0. BOX 273 A
JESSUP, MARYLAND 20734

AGENCY. RECORDS INVENTORY

PACGE

—-or 20

{ §. DEFARTMENT/AGENCY 2. DIVISION

Planning -& Zoning

Director's Office

3. WNAT

PEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDE NORMALLY FILED AND USED AS A UNIT POR
. REFLRENCE AS SELL A® RETENTION AND DISPOBITION PURPRSES .

—

. 4. RECORD SBERIES TITLE
4.1 thru 4.9

General Plan

3. EARLIEST YEAR/LATEST YEAR
_1973_To

4N THE SERIES.

Guidelines

Population

General Plan Elements

Community Programs/enewal Projects
House Numbering

Consultants

¢. RECORD SERJES DESCRIPTION '.RIIPLT DESCRIBE THE TYPEB OF INPOMYIOKIDOCMTI/'ON. POUND

INCLUDE THME PURPOSE OR PUNCTION OF TME SEFIES |

7. RECORD SERIES FORMAT(S)
¥LETTER B1ZE D MICROFILM
1‘I’xcag S1ZE 0O COMFUTER TAPE
D BouND BOOK D FLOPPY DISK

¥ max=RiCAL

D AUDIO TAPE O VIDEO TAPE
D OTHER(SPECIFY)

8. RECORD BERIES SEQUENCE do.
O ALPHAEETICAL

© aowonoLoGICAL
O GEOGRAPHICAL
D OTHER(SPECIFY)

VOLUME
& ¥riLe oraveRr(s)
D MICROFILM REEL(S)
O COMPUTER TAPE(S)
““"'“." O OTHER{SPECIFY)

10. ANNUAL ACCUMULATION
O FILE DRAVER(S)

D MICROFILM REEL(S)

RULGZR D COMPUTER TAPE(S)

D onER serCliFy )

83. piLE 1S USED

BXpAILY 0 wEEKLY O MoNTHLY

12. piLE BECOMES INACTIVE AFTER

RUMEPE O MoNTH(S) O YEAR(S)

3$3. CURRENT LOCATION(S) {BLDG.,FLOOR, ROOM)
Director's Office, OPZ, Geo. Howard Bldg.

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

(1P vz, srrciry soEncy Or OPFiIcE)
0D ves Kno

13. ACCESS RESTRICTIONS O YES XR NO
{ir v8, €17TE LAY(B) & REGULATION(S)

16. AUDIT REQUIREMENTS

x*anwz O STATE O FEDERAL D INDEPENDENT

37. 1S AN INDEX SYSTEM USED? (1r vRS.DOPLAIN
BEIEPLY AND DESCRIBE' ANY MANDBARE/SOPTEARE )

ODves 8 Nno

18. RECOMMENDED RETENTION

Material related to planning and policy
that illustrates development of the Countv,
retain permanently for eventual transfer to
the Archives '

15. NAVE AND TITLE OF PREPANER

Marsha McLaughlin
Records Retention Officer

992-2356

TELEPHONE NUMEER

9-16-88

DCS 330-4 (REVISED 2/87)
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| REVISED RECORD SERIES, FORWARD

.ILM’ TTPE TR PRINT A
SEPARATE FORM POR EATH MEW BR —

RECORDS RETENTION u:umu.z ®.0.

$30-1)

I DEFARTMINT OF TONERAL EERVICES
MECORDS MANAGEMENT DIVISION -
9173 WATERLOO ROAD

' BoX 278
JESSUP, MARYLAND 207384

3

AGENCY RECORDS _INVENTURY

-20

- amay

pacE

3. DEFARTMENT /AGENCY 2. DIVISION

Planning & Zoning

Director's Office

3. T

DEFINITION- n:conn SERIES.® O"OUP OF RELATED RECORDS NORMALLY PJLED
REFENENCE AS BELL A® RETENTION AND DISROS|TION PURPRAES

AND USED AB A UXIT POR

RECORD SSRIEB TITLE
Subdivision 5.1; 5.8; 5.2-5.9

3. EARLIEST YEAR/LATEST YEAR
J973. To

H
]
l
v
I

' RECORD SERIES DESCRIPTION '.NI'PLY DEBCRIBE THE TYPXS OF lN'OMTlDﬂ[bOCMNT./'ONI POUND

N THE BERIES.

5.1 General Correspondence
5.8 New Town

5.2 thru 5.9 Processing, review, task force, impact fees, fee schedule, mobile home

INCLUDE THE PURPOSE ©R FUNCTION OF TME .!Pl!‘,

parks

pathways and open space Commission

3. RECORD SERIES FORMAT(E) 8. RECORD SERIES S$EQUENCE 9. VDLWME
8 LETTER 512E D MicROFILN D ALPHAEETICAL 2 Brne DRAYER(S)
D MICROFILM REEL(S)
GAL S)1ZE T LOMFUTER TAPE D maeRICAL O COMPUTER TAPE(S)
‘wazi o
O sounD BOOK D FLOPPY DISK X CHRONOLOG I CAL, 3. Aq;gﬁgésrzctrv)
o} o o
AUDIO TAPE YIDED TAFE GEOGRAPH | CAL 0. Acc T 100

O OTHER(SPECIFY)

O OTHER(SPECIFY)

O FILE DRAVER(S)
D MICROFILM REEL(S)
ROIEZR O COMPUTER TAPE(S)

P onER(SPECLEY )

1. piLE 18 USED

B DAILY * D weDQLY D wonnLY

12. piLE BECOMES INACTIVE AFTER

o © MONTHIS) D YEAR(S)

13. CURRENT LOCATION(S) {SLDG.,FLOOR,MOOM)

Director's Office, Geo. Howard Bldg., 1lst floor
Jessup

14. 1S RECORD SERIES DUPL ICATED ELSEWVHERE ?

t1r vzs, srecivYy soency on OFrice)
D vis B%o

—— O e . N 8.

18. ACCESS RESTRICTIONS 0 ves Xi¥no
(sr vms, civs Law(s] & mxouLaTION(S)

16. AUDIT REQUIREMENTS

X8 nonE O sTATE D FEDERAL * D INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1P vRsS.moPLA N
BEIRPLY AXD DESCRIRE ANY MANDBARE/SOFTWARK )

ﬂv.nx% 200

e 9 ut

18. RECOMMENDED RETENT ION
5.1 and 5.8 - Retain for ten.(10) years,
then destroy.

5.2- 5 9 Retain for five (5) years, then destroy

P IR A U £ .7 B
Tea hooes i .

$19. NAME AND TITLE OF PREPAIER | 20.
Marsha MclLaughlin

Records Retention Officer

992-2356

TELEPHONE NUMELR

21. DATE
9-16-88

DCS 330-4 {(FREVISED 2/87)




JHSTRUCT JGRIS - - TYPE OR PRINT A ]
SEPARATE FORM FOR EACH NEW OR —
REVISED RECORD SERIES. FORWARD

TH RECORDS RETENTION SCHEDULE

380-1) :

DEFARTMENT OF GENERAL EERVICES
“RECORDS MANAGEMENT DIVISION -~
7278 WATERLOO NQAD
£.0. BOX 275 6
JESSUP, MARYLAND 20734

AGENCY RECORDS INVENTORY

—r 20

! 8. DEFARTMENT/AGENCY

Planning and Zoning

2. DIVISION

Director's Office

3. UINIT

DEF INITION -RECORD SERIESOA GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT POR

1

4. RECORD SERIES TITLE
Zoning Correspondence

AZPERENCE AS BELL AP RETENTION AND DISPOS|TION PURPOSER

3. EARLIEST YEAR/LATEST YEAR

—dld TO

s

4N THE SERIES.

6.1 to 6.87

6. RECORD SERIES DESCRIPTION ‘-l'lPLS DESCRIBE THE TYPES OF IN'ORHAYIDN/DOCUHBNTI/'ORNI POUND

INCLUDE THME PURPOSE OR PUNCTION OF TNE .!Rl!‘]

7. RECORD SERIES FORMAT(S)
EXLETTER BIZE D MICROFILM
.um SiZE D COMPUTER TAPE
0 pounD Book DO FLOPPY DISK
D AUDIO TAPE D VIDEO TAPE
D oMER(SPECIFY)

8. RECORD SERIES SEQUENCE
D ALPHAEETICAL
O NUMERICAL
EOEHRONOLOG | CAL 32. ° CYERISPECIFY)
'O GEOGRAPHICAL
D OTHER(SPECIFY)

5. voLuvE
FILE DRAVER(S)
9 O MICROFILM REEL(S)
o
Fosew O COMPUTER TAPE(S)

10. ANNUAL ACCUMULAT ION
X FILE DRAWER(S)

O MICROFILM REEL(S)

ROWE2R O COMPUTER TAFE (5)

D onER{SPECIEY)

1. piLE 1S USED

%DAILY O wEELY O soNTHLY

12. FILE BECOMES INACTIVE AFTER
jﬁ&grr D MONTH(S) ¥X YEAR(S )

33. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM)

Director's Office, Geo. Howard Bldg.,
1st floor & Jessup

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir ves, srzciry soency On OFFicE])
o Yt;§33 NO

15. ACCESS RESTRICTIONS Ovis &no
(tr vs, ci1TE LAN(3) & mrEGULATION(S)

16. AUDIT REQUIREMENTS

XBONONE D STATE D rFEDERAL D INDEPENDENT

37. 1S AN INDEX SYSTEM USED? (1P ves.2)PLAIN

-

Dves ¥ pno

BrIEPLY AND DESCRIRE ANY NAHD.AR&,.OF?IAII,

18. RECOMMENDED RETENTION

retain for ten (10 years, then destroy

10, NAME AND TITLE OF PREPARER 20.
Marsha McLaughlin
Records Retention Officer

TELEPHONE NUMEER
992-2356

21. DATE
9=16-88

DGS 3%0-4 (REVISED 2/87)
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| ANSTRUCTIGNS - -TYPE OR PRINT A i:
SEPARAT. FORM FOREACM NEW OR
| REVISED/ RECORD SERIES, FORWARD

J!'I"H RECORDS RETENTION 'OCDULE

DEFARTMENT DF CENERAL EERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

72735 WATERLOO ROAD
P.O0. BOX 279
JESSUP, MARYLAND 20784

PAGE 1 ©oF 20

$50-1)
| 1. DEFARTMENT /AGENCY
Planning and Zoning

2. DIVISION
Director's Office

3. war

PEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY PIlLED
REFERENCE AS WELL AP RETENTION AND DISPOS

1

4. RECORD SERIES TITLE

i i

Pu

1TION PURPORES.

AND USED AS A UNIT POR

5. EARLIEST YEAR/LATEST YEAR
1973 _TO

t
1 6. RECORD SERIES DESCRIPTION ‘.lllPLY DESCRIBE THE TYPES OF INPOMT'M/DOCMNTU/FONI POUND

4N THE SERIES.

7.1 thru 7.5

Public Hearings

Educational Materials
Press Releases

Gen. Corresp.

Conferences

- Mailing Lists

INCLUDE THME PURPOSE OR FUNCTION OF TME SEFIES )

9. RECCRD SERIES FORMAT(S)

¥X LETTER SI1ZE O MICROFILM
LEGAL 81ZE O COMPFUTER TAPE
BOUND BOOK O FLOPPY DISK

D AUDIO TAPE O VIDEO TAPE

O ONER(SPECIFY)

8. RECORD SERIES SEQUENCE VOLWME

D ALPHAEETICAL XX FILE DRAWER(S )

o 1 D MICROFILM REEL(S)
NUMER | CAL D COMPUTER TAPE(S

RABER o orer SPECIFY( ’

5 CHRONOLOG 1 CAL ) ( )

D GEOGRAPH I CAL
b ! 10. ANNUAL ACCUMULAT ION

C OMER(SPECIFY)

O FILE DRAVER(S)
O MICROFILM REEL(S)
RUMSZR D COMPUTER TAPE (S

D omirplepecIFyY)
1. piLe 18 useD §2. piLE BECOMES INACTIVE AFTER
D -]
0 pailLY x§ WEEXLY D MONTHLY _ RUwEYE MONTH( S ) YEAR(S )
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWMERE?

Director's Office, Geo. Howard Bldg.

1st floor

D ves GNO

(17 vyes, sreciry soency or orFrice)

1§ . ACCESS RESTRICTIONS 0 yes

(17 v8, €17 LAW(3) & mEGULATIONIS)

£:Nn0

18. AUDIT REQUIREMENTS

X NOoNE D STATE O FEDERAL D INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (tr ves.R)PLAIN
SEIEPLY AKD DESCRIBE' ANY MANDRARE/SOPTEARE )

0 yEs 8x N0

RECOMMENDED RETENT ION

Retain 3 years, then destroy

318, NAME AND TITLE OF PREPARER
Marsha McLaughlin

Records Retention Officer

TELEPHONE NUMEER
992-2356

21. DATE

9-16-88

PCS 830-4 (REVISED 2/87)




" JNSTRUCTIGHS - - TYPE OR PRINT A DEFARTMENT OF GEDMNERAL SERVICES
—{ SEPARATE FORM FOR EACH NEW OR ~RECORDS -‘MANAGEMENT DIVISION AGENCY RECORDS INVENTOURY
.REVISED RECORD SERIES. FORWARD . nn“u'r:m.o.o ROAD _
RECORDS RETENT ION SCHEDULE £.0. BOX 27§ 8 20
PAGE or
980-3) o JESSUP, MARYLAND 20794 _—cF
{ 1. DEFARTMENT/AGENCY 2. DIVISION 3. WNIT
Planning: & Zoning Director's Office
DEF INIT1ON -RECORD :RIESO‘ GROUP OF RELATED RECORDS NORMALLY FILED AND USED AP A UNIT [ 4-1.1
! ARFERENCE AS BELL AS RETENYION AND DISPOBITION PURPOSES
. 4. RECORD SERIES TITME = ) 3. EARLIEST YEAR/LATEST YEAR
Legal Opinions 1973 To

R

N T™E SERIES.

8.1 thru 8.45]1 Office of Law Correspondence
Bills Correspondence

Opinions Correspondence

Litigations Correspondence
Zoning Regulations & Zoningr hp Corr.

Planning Board Cases Correspondence
Board of Appeals Cases Correspondence

6. RECORD SERIES DESCRIPTION l.IIIPLY DESCRIBE THE TYPES OF INPOMT'ONIDOCMN'I’I/'ONI POUND
INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES )

7. RECORD STRIES FORMAT(S)
X8 LETTER SI1ZE © MICROFILM

GAL S!1ZE D COMPUTER TAPE

BOUND BOOK D FLOPPY DISK
O AUDIO TAPE O VIDEO TAPE
D OTHER(SPECIFY)

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE ». VOLUME
D ALPHAEETICAL »8 FILE DRAWER(S)
c 1 O MICROFILM REEL(S)
NUMER | CAL D COMPUTER TAPE(S
FAEER o o r sn:cnnr( )
XX OHRONOLOG | CAL 1. DSTHER( !
D GEOGRAPHICAL
e ' 10. ANNUAL ACCUMULAT ION

O FILE DRAVER(S)
D MICROFILM REEL(S)
RUIGPZR D COMPUTER TAPE(S)

D oner(serciry)

13. giLE 18 USED

8 pAILY ' FRXwEEKQY

’:.
O monNTHLY

FrieLs 9.8

FILE BECOMES INACTIVE AFTER !
D MONTH(S)

¥ YEAR(S)

$3. GURRENT LOCATION(S) {BLDG.,FLOOR, ROOM)
Director's QOffice, Geo. Howard Bldg.,

1st floor _ jegsup

0 yzs & no

14. IS u’:com SERIES DUPLICATED ELSEWMERE? ;
tsr ves, srrciryY sroency Or OFrFicE)

18. ACCESS RESTRICTIONS o

{tr ves, ciTe tAD(s) & mEcuLaTION(S)

YES ¥ pno

16. AUDIT REQUIREMENTS

A NoNE O STATE O rFEDERAL D INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1r ves.@OPLAIN
BRIEBPLY ARD DESCRIBE ANY MHDIARZI.O".AII,

Uv.u & no

Jretain for

18. RECOMMENDED RETENTION

P DN
~

I R
ten (10) years, then destroy

18. NAVME AND TITLE OF PREPANER

Marsha McLaughlin
Records Retention Officer

TELEPHONE NUMELR
992-2356

20.

DGCS $30-4 (REVISED 2/87)
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1 JUSTICT IGNS -~ TYPE OR PRINT A - DEFARTMENT OF GEINERAL -SERVICES 4 . .
—{ scraraTE FORM FOR EACH NEW DR __| RECORDS MANAGEMENT DIVISION -RGENCY RECORDS I“;\/ENT‘-‘-‘SY
"{ REVISED RECORD SERIES. FORWARD ~ T 7273 WATERLOO ROAD -
TH RECORDS RETENT ION SCHEDULE P.O. BOX 273 , 9 20
‘s $50-1) ' JESSUP, MARYLAND 20794 ACE o oF 2V,
| 1. DEFATMENT /AGENCY 2. DIVISION 3. UNIT
Planning & Zoning Director's Office

DEF INITION -RECORD ﬁRlES-‘ GROUP OF RELATED RECORDS NORMALLY PILED AND VUSED AS A UNIT POR

H REFERENCE AB BELL AS RETENTION AND btggg!fxlgﬂ_znnzgggg
—

: 4. RECORD SERIES TITLE 5. EARLIEST YEAR/LATEST YEAR

fL County/State _ 1973 To

i §. RECORD SERIES DESCRIPTION (P"}E7LY DESCRIBE THE TYPES OF INFONMATION/DOCUMENTS/PORMS POUND

. 4n THE SERIES. . INCLUDE TME PURPOSE OR FUNCIION OF TME SEFIES)

f 9.1 thru 9.83 - County Executive correspondnece Dept. of Parks & Recreation Corresp.

: County Administrator " Police Dept. "
Management Services " Fire Administrator Civil Defence "

Citizen Services "

County Council
Dept. of Public Works " 9.9 thru 9.995 State Agencies Correspondnece
DPW Studies "
Public Works Board "

Dept. of Education
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLLME
EXLETTER 51z D MICROFILM D ALPHAEETICAL ' 3 B FILE DRAWER(S)
D MICROFILM REEL(S)
LEGAL B1ZE D COMFUTER TAPE D NUMERICAL D COMPUTER TAPE(S)
NUNBER o
BOUND BOOK U FLOPPY DISK D, CHRONOLOG 1 CAL . OTHER(SPECIFY)
D o] o 4 bhoxes
AUDIO TAFE VIDEO TAFPE OGRAFH I CAL
o ! 10. ANNUAL ACCUMULATION
B O ER(SPECIFY) O OTHER(SPECIFY) O FILE DRAWER(S)
O MICROF ILM REEL(S)
RUNGZR O COMPUTER TAPE(S)
D onER(sPrciry)

1. piLe 15 usED 12. FILE BECOMES INACTIVE AFTER
- R DAILY * D wEDQY O MONTHLY D MONTH(S D YEAR(S
_mpwEeR (s) )
33. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. IS RECORD SERIES DUPL ICATED ELSEWMERE?
tsP ves__sreciry scency on orrice)
Director's Office, Geo.Howard Bldg.& Jessup R xp(no
18. ACCESS RESTRICTIONS O yes & No 16. AUDIT REQUIREMENTS

(ir ves, €17 LAN(3) & mEauLATION(S) ~
XD NoNE O STATE D FEDERAL D INDEPENDENT -

17. 15 AN INDEX SYSTEM USED? (1P vRS.DOPLAIN

BRIZPLY AKD DESCRIBE ANY MAnomare/sorrwans)| ' TECOMMENDED RETENTION
: . Retain for five (5) years, then destroy.

OvEs B ™o .
15. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEECR 21. DATE
Marsha McLaughlin 992-2356 : 9-16-88
Records Retention Officer

DGS 3350-4 (REVISED 2/87)
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INSTRVCTIGHIS - -TYPE OR PRINT A~

SEFPARATE FORM FOR EATM NEW ©R

REVISED RECORD SERIES, FORWARD
TH RECORDS RETENTION SCHEDULE

$80-8)

DBEFARTMENT OF GENERAL SERVICES |

RECORDS MANAGCEMENT DIVIS 1ON
7275 WATERLOO ROAD
P.0. BOX 273
JESSUP, MARYLAND 20794

o

AGENCY RECORDS INVENTORY

pace 10 or 20

| 1. DEFARTMENT /AGENCY
Planning & Zoning

2. DIVISION
Director's Office

3. UNIT

PEFINITION-RECORD SERIES-

A GROUP OF REKLATED RECORDS NORMALLY PFILED

AND VSED AP A VNIT POIR

g—

4. RECORD SERIES TITLE

h MEFERENCE AS WELL AS RETENTION AND BISPOBITION PURPDEESR

5. EARLIEST YEAR/LATEST YEAR

—dldTo

i
; Federal/State Agencies
¢
i

6. RECORD SERIES DESCRIPTION ‘.IIIPLV DESCRIBE THE TYYPES OF INPOMTIM/DOCMNT./'ONI FOUND

SN THE SERIES.

10.22 thru 10.226 Dept. of Transportation Corr.
of Health & Mental Hygiene

10.23 thru 10.29 Dept.

INCLUDE THME PURPOSE OR PUNCTION OF TME SEFIES)

10.1 thru 10.218 Fed. Governments Correspondence
. State of M General Correspondence

Dept. of General Services
Dept. Economic & Community
Development

Dept. of Public Safety & Correctional Services
Dept. of Natural Resources
Other State Agencies
Dept. of Agriculture
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE ~ |9, VOLUME

XB LETTER S1ZE D MICROF LM

O COMPUTER TAPE
O FLOPPY DISK
O VIDEO TAFE

O OTER(SPECIFY)

D ALPHAEETICAL
O NMUMERICAL
8XcHroNOLOG 1 CAL
O GEOGRAPHICAL
O eER(SPECIFY)

RXFILE DRAVER(S)
D MICROFILM REEL(S)
‘_;L_‘_D COMPUTER TAPE(S)
YMBER O orHER(SPECIFY)
3 hoxes

ANNUAL ACCUMULAT ION
D FILE DRAWER(S)

D MICROFILM REEL(S)
RUNEZR O COMPUTER TAPE(S)

D omMER(SPECIEY )

8. piLE 13 usSED ‘
X8 DALY 8 ey O MONTHLY

12. piLE BECOMES INACTIVE AFTER

jﬁn’ O MONTH(S) X8 YEAR(S)

13. CQURRENT LOCATION(S) (BLDG.,FLOOR, ROOM])

Director's Office, Geo. Howard Bldg., 1lst floor
e————and _Jlessup

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

ti1r vzs,_sreciry scency or orFrice)
Dv:sp(no

35. ACCESS RESTRICTIONS OvvwEs XTENO
{17 ves, Ci1TE LAW(3) & mEouLATION(S)

16. AUDIT REQUIREMENTS

TXNONE DO STATE O FEDERAL D INDEPENDENT:

17. 1§ AN INDEX SYSTEM USED? (1pr vRsS.m)PLAIN
BEIEPLY AXD DESCRIBE ANY MANDBARE/SOPTEARE )

ﬂv.n,g{uo

18. RECOMMENDED RETENTION .
10.1 thru 10.218 and 10.23 thru 10.29 - 3 years,
! then destroy .

10.22 thru 10.226 - ten years, then destroy

Ty,

19. NAME AND TITLE OF PREPAFER

Marsha M i
Records ﬁetg%gggg]dgficer

20. TELEPHONE

992-2356

MIER | ll.gﬁ%‘lfss

DCS 330-4 (REVISED 2/87)



- N _

| SEPARATE FORM FOR EACH NEW OR

RECORDS MANAGEMENT DIVISION

.‘:'__ T _ = "_-:;;‘ e —— i
TR Ve on pwiny & | perarmuciy o7 comaa sevices | oty RECORDS—HHVENTURY

1SED RECORD SERIES, FORYARD

7278 WATERLOO ROAD

Planning & Zoning

Director's Office

RECORDS RETENT ION SCHEDULE £.0. BOX 273 iy 2
. PAGE or 20
$350-1) JESSUP, MARYLAND 20794 — O
| 1. DEFARTMENT /AGENCY 2. DIVISION 3. UNITY

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECOADS NORMALLY FILED
REFERENCE AS WELL AS RETENTION AND DISFCS]TION PURPOSES

AND USED AS A UNIT POR

'
— v
. . .

4. RECORD SERIES TITLE
Metropolitan Organizations

5. EARLIEST YEAR/LATEST YEAK

Mm——

T™E SERIES.

10.31 thru 10.34

6. RECORD SERIES DESCRIPTION (PF!57LY DESCRIBE YHE YYPES OF INFORMATION/DOCUMENTS/PORME FOUND

INCLUDE THE PURPOSE OR FUNCTION OF TME SEFIES )

Regional Planning Council Corr.
Greater Balto. Comm. Correspondence

Baltimore Metropol. Area Study Comm. Corr.
Metro. Transit Authority Corr.

7. RECORD SERIES FORMAT(S)
iurrt.n S1ZE D MICROFILM
GAL SI1ZE O CoMPUTER TAPE

D BouND BOOK D FLOPPY DISK

0 NUMERICAL

D AuD!O TAPE O VIDEO TAPE
D OTHER(SPECIFY)

8. RECORD BERIES SEQUENCE
O ALPHAEETICAL

gxcnmouoclm
D GEOGRAFPHICAL
O oTHER(SPFECIFY)

5. VOLWLME
X8 FILE DRAVER(S)
1 D MICROFILM REEL(S)
D COMPUTER TAPE(S)
FASER o orprr(sPECtrY)
5

haoxes
10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
O MICROFILM REEL(S)
RUIGZR D COMPUTER TAPE(S)

O OnNrR(SPECIEY)
1. piLE 18 USED 12. piLE BECOMES INACTIVE AFTER
xx0 pAILY ° O wEBQY O MoNTILY m?{n. O MoNTH(S) 8Xvyrar(s)

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)
Director's Office, Geo Howard Bldg.,

1st floor apg Jessup

14. 15 RECORD SERIES DUPLICATED ELSEWHERE?

tsr vzs, sreciry soency Or OPFicE)
O yes RNO

15. ACCESS RESTRICTIONS O yes &no
(ir vxs, ciTs LAw(s) & rEGULATION(S)

186. AUDIT REQUIREMENTS

XB noNnE O STATE O FEDERAL D INDEPENDENT

17. 1S AN INDEX SYSTEM USED?! (tr wvas.m)PLAIN

18. RECOMMENDED RETENT ION
BRIEPLY AND DESCRIRE ANY MHDIARL/'O"‘A.‘,
: ) ears, then destroy.
O ves oo 'retain 3y . y
18. NAME AND TITLE OF PREPARER NUMEER

0. TELEPHONE
Marsha HcLath1in 992-2356
Records Retention ufficer

1. PATE g3

DCS $350-4 (REVISED 2/87




—n—

i

| ASTRUCTIGHS - -TYPE OR PRINT A -
'] SEPARATE FORM FOR EACH NEY OR _
.REVISED RECORD SERIES. FORWARD
TH RECORDS RETENTION SCHEDULE
L $50-3) '

DEFARTMENT OF GEMERAL -SERVICES —
_RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
£.0. BOX 273
JESSUP, MARYLAND 20734

AGENCY RECORDS INVENTORY

Ppace 12 o 20

| 1. DEFARTMENT /AGENCY
Planning and Zoning

2. DIVISION

Director's Office

3. UINIT

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY PILED AND USED AB A UNIT POR

—

4. RECORD SERIES TITLE
Central Maryland Agencies

MEFERENCE AS WELL AS RETENTION AND BISPOS|TION PURPRAEZS

3. EARLIEST YEAR/LATEST YEAR
(o]
1273 To

o

$Nn THE SERIES.

10.35 thru 10.3537 General Corresp. & Reports

6. RECORD SERIES DESCRIPTION (.IIIPLY DESCRIBE THE TYPES OF INPOMTlON[DOCMNTI/'ORNl POUND

INCLUDE THME PURPOSE OR FUNCTION OF THE SEFIES )

7. RECORD SERIES FORMAT(S)
QAETTER SIZE O MICROFILM

GAL S1ZE O COMPUTER TAPE
BOUND BOOK O FLOPPY DISK
D AUDIO TAPE O VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEGQUENCE “1s.
D ALPHAEETICAL
D NMERICAL
JB CHRONOLOG 1 CAL 7. chsi)z{n(snmn)
D GEOGRAPHICAL

D OTHER(SPECIFY)

VOLUME
R¥FILE DRAVER(S)

D MICROFILM REEL{S)

1 O COMPUTER TAPE(S)

RUNBER

10. ANNUAL ACCUMULAT ION
O FILE DRAVER(S)
O MICROFILM REEL(S)

RUIGER D COMPUTER TAPE(S)

B .

1. piLE 18 USED 12. FILE BECOMES INACTIVE AFTER i
O palLY xhwEnayY O MoNTHLY wugggr O MONTH(S) Hyear(s)

$3. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

Director's office, Geo. Howard Bldg.,
1st floor

14. 15 RECORD SERIES DUPL ICATED ELSEWHEREY

(17 ves, srrciry saency or orFrice)
0 yEs GO

o lamns s Slurs. = .

$8. ACCESS RESTRICTIONS O vEs $No
(P ves, c17x Law(s) & mEouLATION(S)

16. AUDIT REQUIREMENTS

X3P NONE D STATE O rEDERAL D INDEPENDENT

37. IS AN INDEX SYSTEM USED? {(1r vas.@)PLAIN
BRIEPLY AND DESCRIBE ANY MANDBARE/SOFTERARE )

Ovis 3 no

18. RECOMMENDED RETENT ION

Retain three (3) years, then destroy.

198. NAME AND TITLE OF PREPANER 0.

M . 992-2356
Recg; gaRggéggggg18fficer

TELEPHONE NUMEER

21. DATE

9-16-88 | !

DGCS 330-4 (REVISED 2/87)



ne

-

" ANSTRUCTIGNS - -TVPE OR PRINT A ]
SEPARATF FORM FOR EACH NEW OR |

_ REVISED' RECORD SERIES. FORWARD

DEFARDMENT OF GENERAL SERVICES
RECORDS MANAGDMENT DIVISION
7278 WATEFLOO ROAD

AGENCY RECORDS INVENTORY

Planning ‘& Zoning

Director's Office

|TH RECORDS RETENT ION SCHEDULE £.0. BOX 278 pacE 13 20
is 850-1) : JESSUP, MARYLAND 20794 or
! 1. DEFARTMENT/AGENCY 2. DIVISION 3. WIT

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY PILED

—

;8.

RECORD SERIES TITLE
Utilities

' REPERENCE AS WELL AS RETENTION AND DISPOBITION PURPOSES

AND USED AS A UNIT PFOR

3. EARLIEST YEAR/LATEST YEAR
1973 _TO

. g e

™™

' 10.41 thru 10.48

THE SERIES.

General Correspondence

6. REC SERIES DESCRIPTION ‘.IllPLY DESCRIBE THE TYPES OF INPOMTIMIDOCMN?I/'OWS POUND
INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES )

9. RECOI® SERIES FORMAT(S)

S LETTER B12ZE D MICROF ILM
LEGAL $1ZE D COMPUTER TAPE
BOUND BOOK D FLOPPY DISK

D AUDIO TAPE D VIDEO TAFE

D OMHER(SPECIFY)

8. RECORD BERIES SEQUENCE
D ALPHAEETICAL
D NOMERICAL
£, CHRONOLOG | CAL
D GEOGRAPHICAL
O OTHER(SPECIFY)

9. VOLUME

X¥XriLE DRAYER(S)

D MICROF LM REEL(S)
O COMPUTER TAPE(S5)
O OTHER(SPECIFY)

1
RUMSER

10. ANNUAL ACCUMULATION
O FILE DRAWER(S)
O MICROFILM REEL(S)
RULSZR D COMPUTER TAFPE(S)
D omrnlsPECiIFY)

. piLe 18 UsED

D paiLY - X vEnay

12.

D MONTHLY j!?ﬂ!ﬂ'

FILE BECOMES INACTIVE AFTER

B MONTH(S) BXyEAR(S)

$3. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)
Director's office, Geo. Howard Bldg.
1st floor

14. 1S RECORD SERIES DUPLICATED ELSEVHERE?
tir vs, srEcIFY saEncy OR OFFicE)
O vEs X® NO

— e et | o @

13. ACCESS RESTRICTIONS O YES Bno
{ir vys, ciTx LAN(8) & mEouLATION(S)

16. AUDIT REQUIREMENTS

¥ NonE O STATE O FEDERAL D INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1p yRS.m>rLAIN

0 e XXX NO

SRIEPLY AND DESCRIRE ANY MANDBARE/SOFTWARK )

BN

18. RECOMMENDED Efﬂ‘ﬂlm
Retain three (3) years, then destroy

18. NAME AND TITLE OF PREPARER 20,

Marsha Mclaughlin
Records Retention Officer

TELEPHONE NUMEER
992-2356

DCS 330-4 (REVISED 2/87)




@

o E

e 3
— — —

——— -
—

JHSTRUCT IGUS - -TYPE OR PRINT A
SEPARATE FORM FOR EACKH NEVW OR -
- REVISED RECORD SERIES, FORVARD
RECORDS RETENTION SCHEDULE
550-3) '

PDEFARTMENT OF GENERAL EERVICES
—RECORDS MANAGEMENT DIViISION
7278 WATERLOO ROAD
#.0. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTOURY

pace 14 o 20

|__ Planning and Zoning

1. DEFARTMENT /[AGENCY 2. DIVISION

Directar's office

3. WINIT

DEFINITION-RECORD SERIES-

A OROUP OF RELATED RECORDE NORMALLY PILED
ARFERENCE AS BELL AP RETENTION AND DISPOS|TION PURPOSEN

AND USED A A UNIT pPOR

. mame o

qu——
.

; 10.5 thru 10.6

4. RECORD SERIES TITLE

&

5. EARLIEST YEAR/LATEST YEAR
1973 T0

8. RECORD SERIES DESCRIPTION ‘.IIIPLY DESCRIBE THE TYPES OF INPOMTION/D_OCMNT'/'ONl POUND

4N THE SERIES.

INCLUDE TME PURPOSE OR FUNCTION OF TME .!l.’l!‘)

Counties and Cities Correspondence

7. RECORD SERIES FORMAT(S)
XXLETTER SI1ZE D MICROFILM
..IGA.L SI1ZE O COMPUTER TAPE
D sounD BOOK D FLOPPY DISK
D AUDIO TAPE 0O VIDEO TAPE
D OMER(SPECIFY)

8. RECORD SERIES SEGUENCE
O ALPHAEETICAL
O NMUMERICAL
XB CHRONOLOG | CAL
D GEOGRAPYHICAL
D OMER|{SPECIFY)

9. VOLUME
$:FILE DRAVER(S)
D MICROFILM REEL(S)
l__ D coMPUTER TAPE(S)

“""".' O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
D FILE DRAVER(S)

D MICROFILM REEL(S)

RUIGER D COMPUTER TAPE(S)

P omMER(SPECLEY )

1. piLE 1S USED

0 panLy &wreEQy O MONTHLY

12. p)LE BECOMES INACTIVE AFTER

ﬂ&!ﬂ‘ 'O MONTH(S) XR YEAR(S)

. dm—

$3. CURRENT LOCATION(S) (ELDG.,FLOOR,ROOM)

Director's office, Geo. Howard Bldg.
1st floor

14. IS RECORD SERIES DUPL ICATED ELSEWHERE?
(17 ves, srEciry soency on oPrFice)

O ves Gipo

18. ACCESS RESTRICTIONS owis 8o
(tr ves, ciTx Law(s) & meaniaTiONS)

16. AUDIT REQUIREMENTS

XEXNONE D STATE 0O yFEDERAL D INDEPENDENT

37. 1§ AN INDEX SYSTEM USED?! (1P vxs.©)PLAIN
SEIRPLY AND DESCRIRE ANY MANDBARE/SOFTWAREK)

Dv.:sx}guo

18. RECOMMENDED RETENTION

.Retain for three (3) years, then destroy

18. NAME AND TITLE OF PREPARER 20.

Marsha MclLaughlin
Records Retention Officer

992-2356

TELEPHONE NUMEER

21. DATE

9-16-88

DGCS $30-4 (REVISED 2/87)
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INSTRVCTIGHS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR —.

REVISED RECORD SERIES. FORWARD
RECORDS RETENT ION SCHEDR.E
350-3) '

DEFARTMENT OF “STNERAL £ERVICES
MECORDS MANAGEMENT DIVIS ION
9273 WATERLOO ROAD
.0, BOX 278
JESSUP, MARYLAND 20704

AGENCY RECORDS INVENTORY

pace 12 or 20

1]

$ . DEFARTMENT /AGENCY 2. DIViSIOn

Planning. & Zoning

Director's Office

3. WY

A SROUP OF RELATED RECORDE NORMALLY PILED
REPERENCE AS BELL AS RETENTION AND DISPOSITION PURPRAFS

DEFINITION-RECORD SERIES-

AND USED AB A UNIT PFOR

4. RECORD SERIES TITLE

Publications

3. EARLIEST YEAR/LATEST YEAR
_;973 T™°

e emm e e ot cag

8. RECORD SECRIES DESCRIPTION ‘.RIIPLY DESBCRIBE THE TYPES OF lN'OMYlOﬂ[&OCMNT_I/'ON' FOUND

THE SERIES.

11.1 thru 11.2 Gen. Correspondence

INCLUDE TME PURPOSE OR FUNCTION OF TME SEFIES )

7. RECORD SERIES FORMAT(S)
XBXUETTER S1ZE O MICROFILM

O COMPUTER TAPE
0 FLOPPY DISK

LEGAL S1ZE O NMUMERICAL
D BOUND BOOK
O AUDI1O TAPE O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
D ALPHAEETICAL

XBXCHRONOLOG 1 CAL
O GEOGRAPHICAL
C OTHER(SPECIFY)

VOLUME

X®R FILE DRAVER(S)
D MICROFILM REEL(S)
O COMPUTER TAFE(S)
D OTHER{BPECIFY)

1
LT 1133

ANNUAL ACCUMULAT | ON
O FILE DRAVER(S)
D MICROFILM REEL(S)
ROWGTR D COMPUTER TAPE(S)

10.

D onR SPECIFY )

$1. piLE 1S usED

O pAlLY XEX WEEKQLY O MONTHLY

12. p)LE BECOMES INACTIVE AFTER

IB'FEEI' O MONTH(S) BXWEAR(S)

313. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)
Director's office, Geo. Howard Bldg.
1st floor

14. IS RECORD SERIES DUPLICATED ELSEWERE?
tir vxs, srzcirY soency or oOFfrFicE)

D YES YRXNO

1S. ACCESS RESTRICTIONS o ves X8 no
(sr vyms, C17Tx Law(s) & mEouULATION(S)

16. AUDIT REQUIREMENTS

XD NoNE O STATE © FEDERAL O INDEPENDENT

7. IS AN INDEX SYSTEM USED? (1r vas.m)PrLAIN
SEIEBPLY AND DESCRIRR' ANY MANDBARE/SOPTERARE )

DvyEs X NO

18. RECOMMENDED RETENT ION

Retain for three years, then destrov.

15, NAVE AND TITLE OF PREPARER | 20.

Marsha Mclaughlin
Records Retention Officer

992-2356

TELEPHONE NUMEER

DATE
9/16/88

OGS 330-4 (REVISED 2/87)




ANSTEVCTICHS - ~TYPE OR PRINT A7
SEPARATE ror4 FCR EACTH REY ©OR
REVISED RECORD SERIES, FORVARD

DEFARTAENT -OF GEMNERAL £ERVICES

RECORDS MARACEMENT DIVISION
7278 WATERLOO ROAD

-y

AGENCY RECORDS INVENTOURY

Planning & Zoning

Director's Office

TH RECORDS RETENTION SCHEDULE P.0. BOX 273 pacE 16 20
850-1) : JESSUP, MARYLAND 20794 —CF
| 1. DEFARTMENT/AGENCY 2. DIVISION 3. WNIT

DEFINITION-RECORD SERIES -

A GROUP OF RELATED RECORDS NORMALLY #1LED
AEPFERENCE AS WFLL AP RETENTION AND DISFROB]YION PURPOAES

4-

. .

4. RECORD SERIES TITLE

Organizations/Educational Institutions

AND USED A9 A UNIT POR

5. EARLIEST YEAR/LATEST YEAR
1973 _ TO

N

¢. RECORD SERIES DESCRIPTION ‘.lllFLV ‘DESCRIBE THE TYPEZS OF lN'DMYlMIDOCMTI/'Om' POUND

12.1 thru 12.15

T™™E BERIES. INCLUDE THE

Professional Correspondence

12.2 thru 12.26 State Correspondence

PURPOSE OR PFUNCTION OF THE BEFIES )

’ LEGAL SIZE

7. RECORD SERIES FORMAT(S)
S8XETTER B12ZE O MICROFILM

D COMPUTER TAPE
£ BOUND BOOK D FLOPPY DISK
D AuDIO TAPE D VIDEO TAPE

D ONER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
O NMERICAL
X amonoLOG I CAL
D GEOGRAPHICAL
O OTHER(SPECIFY)

VOLUME
XX FILE DRAVWER(S)
1 D MICROFILM REEL(S)
O COMPUTER TAPE(S)
“"“"_’i O OTHER(SPECIFY)

ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
O MICROF ILM REEL(S)
RUKSEZR D COMPUTER TAPE(S)
D orHER(SPECIEY )

1. piLE 1S UsED

O palLY ’ meEBRQY

i12.

Hoeprx

O soNTHLY

FILE BECOMES INACTIVE AFTER

D MONTH(S) O YEAR(S)

13. CURRENT LOCATION(S) (ELDG.,FLOOR,ROOM)
Director's office, Geo. Howard Bldg.

1st floor

tsr vxs,

14. 15 RECORD SERIES DUPLICATED ELSEWHERE?

SPECIPY 2.8ENCY OR OPFiCE)

O yEs o

18. ACCESS RESTRICTIONS

O s
{ir ves, c1vx LAW(S) & mxouLATION(S)

& No
RXnonE D

16. AUDIT REQUIREMENTS

STATE O FEDERAL D INDEPENDENT

37. 1S AN INDEX SYSTEM USED? {ir ves.rPLAIN
SEIEPLY AND DESCRIRE ANY MANDBARE/SOPTBARK)

Ov.:s 8. NO

RECOMMENDED RETENT JION

R
“

Retain three (3) yiars, then destroy

. . -
PRETERN Y S T s e
oot LR S RN ]
S e e

19. NAME AND TITLE OF PREPARER

Marsh MclLauahlin
Records Retention Officer

20. TELEPHONE NUMEER

992-2356

21. DATE

9/16/88

DCS $830-4 (RXVISED 2/87)




“JUSTEUCTIGS - “TVPE OR PRINT A —
SEPARATE FORM4 FOR EACH NEY LR -

.REVISED RECORD SERIES. FORWARD ]

—DEPARTMENTY OF GENERAL EERVICES -
RECORDS MANAGEMENT DIVISION ..
72735 WATERLOO ROAD -
».0. BOX 273
JESSUP, MARYLAND 20794

o

pace 17 of

IITH RECORDS RETENTION SCOEDULE

$80-3)
1. DEFARTMENT /AGENCY

2. Dlvision 3. WNIT

DEFINITION-RECORD SERIES-

. 4. RECORD SERIES TITLE
Educational Institutions

A OROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNITY POR

MEFERENCE AS RELL A® RETENTION AND DISPOSIYION PURPDSER

e ’ 3. EARLIEST YEAR/LATEST YEAR
1973 TO

i
»
L]
i
t
1

X 12.31 thru 12.38

8. RECORD SERIES DESCRIPTION ‘.IIIPLV DESCRIBE THE TYPES OF lNPQMTlMIDOCMNYO/'ONl POUND

THE SERIES. INCLUDR THME PURPOSE OR FUNCTION OF THE sEriEs )

Gen Correspondnece & Brochures

7. RECORD SERIES FORMAT(S)

EXLI'ITER S1ZE O MICROFILM
LEGAL S!1ZE 0O COMFUTER TAFPE
BOUND BOOK D FLOPPY DISK

D AUDIO TAPE D VIDEO TAPE

0 OMER(SPECIFY)

8. RECORD SERIES SEQUENCE 5. VOLUME

O ALPMAEETICAL RXFILE DRAVER(S)

o 1 O MICROFILM REEL(S)
NERICAL O COMPUTER TAPE (S

RoER ts)

X oHRoNOLOG I CAL . © OTHER(SPECIFY)

O GEOGRAPHICAL
o ! 10. ANNUAL ACCUMULAT JON

O FILE DRAVER(S)

D MICROFILM REEL(S)
RONGPR O COMPUTER TAPE(S)

P onsEplSercIFYY

O oM ER(SPECIFY)

1. piLE 1S UsED

0 palLy £ ¥EEQY

12. giLE BECOMES INACTIVE AFTER

m O MONTH(S) O YEAR(5)

D moNTHLY

$3. CURRENT LOCATION(S) (BLDG.,FLOOR,RDOM)
Director's office, Geo. Howard Bldg.

1st floor

14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?
fir ves, srzciry somncy Or OPFiIcE)

o ves Bno

$18. ACCESS RESTRICTIONS O ves o
(sr v2s, c17x LAW|s) & mxouLaTIONS)

16. AUDIT REQUIREMENTS

X NONE 0O STATE O rEDERAL O (INDEPENDENT

17. IS AN INDEX SYSTEM USED? (tyr ves.m)PLAIN
SRIEPLY AXD DESCRIBE' ANY MANDBARE/SOFTEAREK )

Dv.:sguo

18. RECOMMENDED RETENT ION

Retain three (3) years, then destroy.

18. NAME AND TITLE OF PREPAFRER 20,

Marsha McLauaghli
Records RetenfionHOfficer

992-2356

TELEPHONE NUMELR

1. DATE
9/16/88

OGS 330-4 (REVISED 2/87)




" e ———
oy

| apsTevcTicts. -TvPE SR PRINT AT

BEPARATE FORM FOR EACHM NEW OR
TREVISED RECORD SERIES, FORYARD

| DEFARTMENT OF CINERAL EERVITES

“RECORDS MANACEMEINT DIVISION

AGENCY RECORDS INVENTORY

— p—

7273 WATERLOO ROQAD

Planning & Zoning

Director's Office

RECORDS RETENT ION SCHEDULE £.0. BOX 273 , 18 o, 20
5 5850-3) : JESSUP, MARYLAND 20784 AGE 4
| 1. DEFARTMENT/AGENCY 2. DIVISION 3. WNIT

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FJLED

AND USED AB A UNIT POR

]
P

4. RECORD SERIES TITLE
Local Organizations

REPERENCE AS BELL A® RETENTION AND DISFOS]ITION PURPOSER
: 5. EARLIEST YEAR/LATEST YEAR

1973 To

¢ Emegee ae

6. RECORD “_RIES DESCRIPT ION ‘.lllPLY DESCRIBE THE TYPES OF lN'OMTIM/DOCMNT'/'ONl POUND

N THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES)

12.41 thru 12.49

Gen. Correspondence

9. RECORD SERIES FORMAT(S)

5B LETTER S1ZE O MICROFILM
‘I'J&AL BI1ZE D COMPUTER TAPE
D BounD BoOK U FLOPPY DISK
D AuDIO TAPE O VIDEO TAFE
D OMHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
O NMUMERICAL
X1B; CHRONOLOG | CAL,
O GEOGRAPHICAL
O OTHER(SPECIFY)

VOLUME
XX FILE DRAYER(S)
1 D MICROFILM REEL(S)
O COMPUTER TAPE(S)

“"f;‘F O ETHER(SPECIFY)

$0. ANNUAL ACCUMULAT ION

O FILE DRAWER(S)

D MICROF iLM REEL(S)
RUEEZR U COMPUTER TAPE(S)

D onmR{SPrCIEY)

1. piLe 18 usED

XD patrLy O wEEKLY

O MONTHLY 3nnnnnr

FILE BECOMES INACTIVE AFTER
D MONTH(S)

- e

IXWEAR(S )

33. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM)
Director's office, Geo. Howard Bldg.

1st floor

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

t17 vxs, sreciry soency Or OPFicE)
O &3 X NO

a—— T R

38. ACCESS RESTRICTIONS

O YES
(1r vas, c17x Law(s) & mEouLATION(S)

BiNO

16. AUDIT REGQUIREMENTS

ﬂit«n:: D STATE O rEDERAL D INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (ir vrsS.©OPLAIN
BRIEPLY ARKD DESCRIBE ANY MhDIARLIOO"IAII)

o v;s XR

RECOMMENDED RETENT ION
Retain three (3) years, then destroy

18. NAME AND TITLE OF PREPARER

Marsha MclLaughlin
Records Retention Officer

TELEPHONE NUMEER
992-2356

DATE
9/16/88

OGS $30-4 (REVISED 2/87)




. N . g rrae

'.‘ . -~
JNSTRUCTIGHS - - TYPE OR PRINT A —
SEPARATE FORM FOR BACH NEW OR
REVISED . [ILECORD SERIES., FORWARD

DEFARTNENT OF GENERAL EERVICES
. RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTOURY

7278 WATERLOO ROAD

Planning & Zoning

Director's Office

3. WIT

RECORDS RETENT 10N SCHEDULE P.0. BOX 273 pace 19 20
850-1) JESSUP, MARYLAND 20794 or
3. DEFARTMENT /AGENCY 2. DIVISION

A OROUP

DEF INITION -RECORD SERIES-

AEFERENCE AS WELL A® RETENTION AND DISPFOS

OF RELATED RECORDE NORMALLY FILED

4. RECORD SERIES TITLE

Special Studies and Projects

AND VUSED AB A UNIT POR

JTION PURFOSESN

8. EARLIEST YEAR/LATEST YEAR
1973

TO

———ps e

12.51 thru 12.54

T™E SERIES.

Gen. Correspondence

n
. nEC SECRIES DESCRIPTION ‘- IEFLY DESCRIBE THME TVYPES OF INFOMTIM/DOCMNTU/POWO FOUND
INCLUDK TME PURPOSE OR FUNCTION OF THK SEFRIES )

" 9. RECORD SERIES FORMAT(S)
RAETTER S1ZE O MICROFILM
‘IGA.L $1ZE D COMPUTER TAPE
O pounD BOOK D FLOPPY DISK
D AUDIO TAPE D VIDEO TAPE
U OTHER(|SPECIFY)

8. RECORD SERIES SEQUENCE
D ALPHAEETICAL
D MMERICAL
¥ CHRONOLOG 1 CAL

2. VOLUME

1
NouBER

¥ I1LE DRAVER(S)
O MICROFILM REEL(S)
D COMPUTER TAPE(S)

OTHER(SPECIFY)

O GEOGRAPHICAL
O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

or

LE DRAWER(S)

O MICROF ILM REEL(S)
RUWGEZN D COMPUTER TAPE(S) A
. D omwrplspreiryy

Director's office, Geo. Howard Bldg.

C YEs X NO

f{sr vs, srEciIryY s0mNCY OR OFPFiCE)

1. piLe 18 useD 12. piLE BECOMES INACTIVE AFTER l
X pasry o wEpQY O MoNTHLY 2 B MoNTH(S XX YEAR( S |
_NOweTE (% (8] !

3$3. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM) 14. 15 RECORD SERIES DUPL ICATED ELSEWHERE? !

1st floor

315. ACCESS RESTRICTIONS D v&s
(sw v, C17x cawi{3s) & mEQULAT

B NO

onis)

16. AUDIT REQUIREMENTS

QNONE O STATE O FEDERAL D INDEPENDENT

7. IS AN INDEX SYSTEM USED? (1r YRS .©)PLAIN
BRIBPLY AND DESCRIRE ANY MHDIARZIIOF‘I’IAII)

Cvyes BX no

RECOMMENDED RETENT ION

Rgtain five (5) yearé, then destroy . i

Crias
it

| ot

)
v

I LR TN,

WY sl wr e

3$9. NAME AND TITLE OF PREPAFER
Marsh h11n
Records ete tion Officer

20. TELEPHONE NUMEER

992-2356

21. DATE
9/16/88

DCS 330-4 (REVISED 2/87)
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1)
. x
*INSTRUCT IGHS - -TYPE OR PRINT A
] SEPARATE FORM FOR EACH NEW OR
'REVISED RECORD SERIES. FORWARD
‘: RECORDS RETENT ION SCHEDULE

DEFARTMENT OF GENERAL EERVICES
RECORDS MANAGEMENT DIVIS ION
"9278% WATERLOO ROAD
£.0. BOX 273
JESSUP, MARYLAND 20794

S o

AGENCY RECORDS INVENTORY

20 20

PAGE or

B30-1)
1. DEFARTMENT /AGENCY 2. DIVISION

Planning and Zoning

Director's office

3. WNIT

BEFINITION-RECORD SERIES -
'

A GROUP OF RELATED RECORDE NORMALLY PILED
REFLRENCE AS BELL AS RETENTION AND DISFOS|TION PURPOSER

AND UVEBED AB A UNIT POR

. . .

4. RECORD SERIES TITLE
Hospitals and Health Care Institutions

3. RARLIEST YEAR/LATEST YEAR

—2273. TO present

- amcafes wmeee o

4N THE SERIES.

8. RECORD SERIES DESCRIPTION (.lIIPLY DESCRIDE THE TYPES OF INFOM'I’ION[DOGM‘NT./'OIN. FOUND

INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES)

f 12.61 thru 12.63 correspondence
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
CLETTER S1ZE O MICROFILM O ALPHAEETICAL : 1 XXFILE DRAWER(S)

GAL SI1ZE O COMPUTER TAPE O NMERICAL
BOUND BOOK U FLOPPY DISK
D AUDIO TAPE O VIDEO TAPE

D OTHER(SPECIFY)

XBX amonoLoG 1 CAL
D GEOGRAPHICAL
O OTHER(SPECIFY)

D MICROFILM REEL(S)

D COMPUTER TAPE(S)

‘“"“_" O OTHER{SPECIFY)

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)

O MICROFILM REEL(S)

RUNGER D COMPUTER TAPE(S)

..D OTrR(SPECLIEY )

319 piLE 18 usED

0 pAILY D wEEQY X MONTHLY

12. p|LE BECOMES INACTIVE AFTER

a D MONTH(S) X® YEAR(S)

13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM]
Director's office, Geo. Howard Bldg.

1st floor

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
trr . SPECIPY saENCY OR OPFicCE)
O vyxs NO

38. ACCESS RESTRICTIONS oves X8 no
{sr vs, )7z LAN(8) & mmaurLaTIONS)

16. AUDIT REQUIREMENTS

XXXNONE O STATE D FEDERAL D INDEPENDENT

37. 1S AN INDEX SYSTEM USED? (1r ves.D)PLAIN
SR IRPLY AND DESCRIBE ANY M"D'ARL,.O"IA."

o t;s b ¢ NO

18. RECOMMENDED RETENTION

Retain three (3) years, then destroy

18. NAME AND TITLE OF PREPARER 20.

Marsha MclLaughlin
Records Retention Officer

TELEPHONE
992-2356

NUAMEER 2t.

DATE
9/16/88

OGS 5830-4 (REVISED 2/87)




